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GLENN COUNTY

DEPUTY DIRECTOR HUMAN RESOURCE AGENCY ADMINISTRATION
DEFINITION

To plan, manage, direct and coordinate the administrative, fiscal and business operations of the Human Resource Agency, including budgets, claims, procurement, contracts, facilities, personnel, program analysis and information systems, to provide highly responsible and complex administrative support to the Human Resource Agency Director.

DISTINGUISHING CHARACTERISTICS

This is a single position class. The predominant focus of the position is to manage, plan and coordinate the administrative, business and fiscal operations and activities of the Human Resource Agency. The incumbent exercises discretion in applying general goal and policy statements and in resolving organizational, administrative, fiscal and service delivery problems. The Deputy Director of HRA Administration is distinguished from the Chief Deputy Director class in that the latter acts as Human Resource Agency Director in the Director’s absence and reports to the Board of Supervisors on matters involving mandated Social Welfare Programs. The incumbent develops and implements administrative, organizational, and financial goals, objectives, policies and priorities, and ensures that assigned activities are completed in a timely and efficient manner consistent with defined policies and regulations.
SUPERVISION RECEIVED AND EXERCISED
Receives general direction from the Human Resource Agency Director; exercises direct supervision over professional, technical, supervisory and clerical staff.

EXAMPLES OF DUTIES – Duties may include, but are not limited to, the following:

Develops, plans and implements goals and objectives for division programs; recommends and administers division policies and procedures.

Organizes, manages and directs the administrative and fiscal service activities of the Agency, including accounting, budgeting, purchasing and data processing.

Supervises staff engaged in professional analytical and technical work in the formulation and administration of department or division budgets, development and management of grants and contracts, management of department level procurement and/or coordination of personnel functions. 

Oversee the collection and analysis of data and makes recommendations on the formulation of policy and procedures, and staffing and organizational changes; conducts surveys and performs research and statistical analysis on administrative, fiscal, personnel, and/or programmatic problems. 

Oversees and directs recruitments and examinations, including outreach activities for equal employment opportunity recruiting. 

Provides direction and technical guidance on classification and pay studies, including job audits, salary surveys, class specification revisions, or new class development. 

Manages agency personnel issues such as grievances, complaints, disciplinary actions, negotiations and arbitration.

Participates in and supervises the design, implementation, and installation of new and revised programs, systems, software, procedures, methods of operation, and forms. 

Coordinates activities with those of other divisions, departments and outside agencies and organizations.

Supervises and participates in the development and administration of the agency budgets; directs the forecast of additional funds needed for staffing, equipment, materials and supplies; monitors and approves expenditures; implements mid-year adjustments.

Authorizes payroll and claims for payments, transfers and appropriation forms.

Monitors agency trusts, special accounts and enterprise funds.

Monitors contracts with service providers; monitors contract expenditures.

Develops and prepares management information and fiscal reports for director, auditor and state staff. 

Responds to and resolves difficult, sensitive and/or problematic citizen, client or community complaints or inquiries.

Responds to requests for information and comments from the media in the Director’s absence.

Represents the Agency at State and County meetings.

Performs related duties as assigned.

QUALIFICATIONS 

Knowledge of:

Pertinent federal, state and local laws, codes and regulations.

Organizational and management practices as applied to the analysis and evaluation of programs, policies and operational needs.

Principles and practices of organization, administration and personnel management.

Principles and practices of budget preparation and administration.

Principles and practices of supervision, training and performance evaluation. 

Principles and practices of financial record-keeping and reporting.

Modern and complex principles and practices of social services program development and administration.

Recent developments, current literature and sources of information regarding social services. 

Principles and practices of grants administration.

English usage, spelling, grammar and punctuation; basic mathematics. 

Modern office practices and technology.

Modern and complex principle of information systems management and concepts.

Ability to:

Understand, interpret and apply pertinent laws, codes and regulations.

Analyze problems, identify alternative solutions, project consequences of proposed actions and implement recommendations in support of goals.

Effectively administer a variety of social service activities.

Effectively administer a variety of fiscal and administrative operations and activities.

Identify and respond to public and Board of Supervisors’ issues and concerns. 

Select, supervise, train and evaluate staff.

Prepare and administer a budget and administer grants.

Supervise and perform responsible accounting and fiscal management operations.

Establish and maintain cooperative working relationships with those contacted in the course of work.

Communicate clearly and concisely, both orally and in writing. Gain cooperation through discussion and persuasion.

EXPERIENCE AND TRAINING GUIDELINES

Any combination of experience and training that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Experience:

Five years of increasingly responsible experience in social services and grants administration work, including three years in an administrative or supervisory capacity.

Training:

Bachelor’s degree with major course work in social services, public administration, business or related field.

LICENSE OR CERTIFICATE:

Possession of, or ability to obtain, an appropriate, valid California driver’s license.
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